
I. Policy Statements 

A. No complaint/affidavit shall be signed and no arrest shall be made except 
upon probable cause. 

B. Unless the Iden tification (ID) Unit is closed or officers are encoun¬ 
tering an extremely violent or intoxicated prisoner, any person who 
is eighteen years of age or older and arrested for a felony offense shall 
be transported to the ID Unit for collection of a DNA specimen as required 
by Ohio Revised Code 2901.07. ID Unit personnel will make positive 
identification and determine ifthe arrestee’s Computerized Criminal History 
is marked, "DNA is registered in the Ohio DNA Databank.” An additional 
DNA specimen shall not be collected from arrestees who are already 
registered in the Ohio DNA Databank; however, DNA shall be collected if 
needed for evidentiary purposes. 

C. The incorporated boundaries of the City of Columbus encompass por¬ 
tions of Franklin, Delaware, and Fairfield counties. Officers making ar¬ 
rests shall file charges and incarcerate prisoners in the appropriate county 
as follows: 

1. Charges for violations of the Columbus City Code shall be filed with the 
Franklin County Municipal Clerk of Courts. 

2. All charges for misdemeanor violations of the Ohio Revised Code shall 
be filed with the Franklin County Municipal Clerk of Courts, 

3. All felony charges shall be filed with the Municipal Clerk of Courts in the 
county in which the offense occurred. 

a. If the incident also involves misdemeanor offenses, all charges 
shall be filed with the Municipal Clerk of Court in the county in 
which the offense occurred. 

4. Juveniles being-charged-with violations-of-the Ohio Revised.Code or 
Columbus City Code shall be filed in the county in which the offense 
occurred. 

D. Arrest warrants shall be executed by sworn personnel only. 

1. Court order-ins are excluded from the summons process. 

2. Entering arrest warrants into LEADS/NCIC: 
a. Felony warrants 

(1) Within 12 hours of filing a felony arrest warrant, sworn personnel 
filing the warrant shall forward information to the Records Unit by 
completing the Wanted Person Report, form S-36.149. 
















(2) All felony warrants shall be entered into LEADS/NCIC by Records 
Unit personnel using the following pickup range guidelines: 

(a) All warrants charging suspects with FI, F2, or F3 offenses shall be 
entered into NCIC for nationwide pickup. 

(b) All warrants charging suspects with F4 crimes against persons of¬ 
fenses shall be entered into NCIC for nationwide pickup. 

(c) All warrants charging suspects with F5 crimes against persons of¬ 
fenses shall be entered into NCIC for nationwide pickup, but with an 
extradition limitation placed in the miscellaneous field of the record. 

(d) All warrants charging suspects with F4 and F5 crimes against prop¬ 
erty offenses shall be entered into LEADS for statewide pickup. 

(3) If a request is made to extend the pickup range, the investigating 
officer’s supervisor shall review the mitigating circumstances, note 
the reason on the approved Wanted Person Report form, and sign 
the report. 

b. Misdemeanor warrants 

(1) If the filing officer determines the warrant should be entered 
into LEADS/NCIC based upon the seriousness of the offense and 
potential for physical harm to the victim or others, the officer shall 
contact a supervisor or the appropriate investigative unit for 
approval. 

(2) Unless otherwise approved by a unit supervisor, no warrant shall be 
entered into LEADS/NCIC unless the penalty for the offense charged 
is a misdemeanor of the first degree. 

(3) Warrants shall be entered for statewide pickup. 

(4) A Wanted Person Report form shall be completed and delivered with 
the report to the Records Unit for entry into the system. 

c. Validation Audits of Warrants Entered into LEADS/NCIC 

(1) Upon auditing a warrant entered into LEADS/NCIC, the Records 
Support UnitshaW complete and forward the LEADS/NCIC Valida¬ 
tion Audit form, S-36.134, to the sergeant of the unit that issued the 
warrant. 

(2) The sergeant of the unit that entered the warrant shall ensure the 
LEADS/NCIC Validation Audit form is completed and forwarded to 
the Records Support Unit by the listed due date. 

3. Foreign warrants 

a. Any unit receiving warrants and/or requests to serve warrants from 
foreign jurisdictions shall forward the information to the Records Sec¬ 
tion for filing, and shall, as appropriate, forward the information to the 
applicable enforcement unit for service. 
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b. Records Unit personnel shall forward a copy of all foreign felony war¬ 
rants to the Gun Crimes Unit (GCU) of the Robbery/Support Section. 

c. No attempt shall be made to serve a foreign warrant until confirmation 
is received from the originating agency stating that they will extradite 
if an arrest is made, 

d. All foreign warrants shall be verified before an arrest is made. 

e. Communications Bureau personnel shall: 

(1) Notify the originating agency via teletype when a foreign warrant is 
served. 

(2) Fax or teletype a copy of the detainer to the appropriate county jail 
when a person arrested on a foreign warrant is to be incarcerated, 

(3) Upon request, notify the originating agency when an arrest could not 
be made. The notification shall include details of the service attempt. 

4. Restricted hours for serving misdemeanor warrants 

Officers should not attempt to serve non-violent misdemeanor arrest 
warrants at private residences between the hours of 11;00pm and 
6:00am unless the wanted person has avoided service during normal 
hours. 

E. Officers shall not arrest an individual for a misdemeanor offense without 
a warrant unless sworn personnel witnessed the alleged offense occur 
(M1-M4), the individual committed a minor misdemeanor and one 
of the arrest exceptions are met (refer to the “Summons and Mis - 
demeanor Citations” directive), or there is probable cause to believe 
the individual committed any of the following specific offenses under the 
Ohio Revised Code: 

1. Offense of Violence (2901.01 defined) 

2. Criminal Child Enticement (2905.05) 

3. Public Indecency (2907.09) 

4. Domestic Violence (2919,25) 

5. Violation of a Protection Order (2919.27) 

6. Menacing by Stalking (2903.211) 

7. Aggravated Trespassing (2911.211) 

8. Theft Offense (2913.01 defined) __... 

9. Felony Drug Abuse Offense (2925.01 defined) 

10.OVI (4511.19 & 4506.15) 

F. Multiple Charges Arising From the Same Incident 

1, Prisoners shall be slated on all charges, including minor misdemeanors, 
provided one of the four exceptions applies. Refer to the “Summons and 
Misdemeanor Citations” directive. 
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2. When there is an arrestable offense or a warrant, prisoners should be 
slated on all charges, including new charges. Do not arrest on some 
charges and summons on others. 

3. One officer shall sign all affidavits. 

G. Arrest or Detention by Private Citizens 

1. When there is probable cause to believe a felony has been committed, 
any person may arrest and detain the person believed to have commit¬ 
ted the offense until a warrant can be obtained. 

2. Private citizens, including security guards, do not have a right to make 
arrests for misdemeanors except under the following circumstances: 

a. Store employees or agents may detain a person whom they have prob¬ 
able cause to believe committed a theft of merchandise. 

b. Employees or agents of a library or museum may detain a person whom 
they have probable cause to believe has tampered with property of the 
library or museum or committed a theft of such property. 

H. Charges Filed by Citizens 

1. A citizen wishing to file charges against a person in police custody must 
accompany or follow the transporting officers to the appropriate filing 
location. 

2. A citizen wishing to file charges in Franklin County against a person 
who is not in police custody must obtain approval from a prosecutor or 
a police supervisor. 

Police supervisors may complete the "Request for Warrant” section on 
the back of the white copy of the complaint/warrant. The citizen must 
then report to the Franklin County Municipal Clerk of Courts Office to 
have the warrant issued. 

3. A citizen wishing to file charges in Delaware or Fairfield County against 
a person not in police custody must go to the appropriate prosecutor for 
approval to file the charges. 

I. Foreign Nationals 

1. Sworn personnel shall promptly advise imprisoned, arrested, or detained 
foreign nationals of their right to communicate with their nation’s consul¬ 
ate and to request that the consulate be informed of their imprisonment, 
arresty or-detentionr-ln-some-eases T the-nearest consular-officials must 
be notified of the arrest or detention of a foreign national, regardless 
of the foreign national’s wishes. Communications Bureau personnel 
maintain a list of mandatory notification countries and jurisdictions. 

a. Sworn personnel shall contact Communications Bureau personnel for 
telephone numbers and the specific procedures to be followed and shall 
check the appropriate box on the Arrest Information form, U-10.100. 


Page 4 of 13 


Directive 3.01 


Revised 12/30/17 





b. If notification is required, sworn personnel shall coordinate consular 
notification and enter the corresponding information on the Arrest In¬ 
formation form, 

2. Sworn personnel coming in contact with an individual claiming diplomatic 
immunity shall contact Communications Bureau personnel for specific 
procedures to be followed. 

3. Division personnel shall not arrest or detain persons based solely on 
immigration status or for Immigration and Customs Enforcement 
(ICE) unless a warrant exists or a criminal violation was observed. 

4. Sworn personnel arresting a suspected illegal immigrant shall fax the 
Arrest Information form to the Detention and Removal Office (DRO) 
within the ICE office. The fax number for DRO is (614) 469-5100. 

a. During regular business hours, questions regarding this process may 
be directed to the DRO at (614) 469-2900. 

b. After business hours, if sworn personnel believe the suspected illegal 
immigrant may be released prior to the next business day, personnel 
may telephone the DRO at (614) 332-7986 to notify the on-duty agent 

J. Handcuffs and Restraints 

1. All prisoners shall be handcuffed prior to transport, with their hands be¬ 
hind their backs, unless there is justification to do otherwise. Handcuffs 
shall be gapped and double-locked as soon as reasonably possible. 

2. If there is reason to believe that handcuffing the prisoner behind the back 
is likely to aggravate a current injury or cause unnecessary injury due 
to the prisoner’s physical condition, other methods of restraint should 
be used, for example, handcuffing in front and in conjunction with the 
appropriate leg restraints, including the hobble strap. 

3. In order to prevent injuries to officers, prisoners, and others, it may be 
necessary to further restrain violent or combative individuals by the use 
of leg restraints. 

4. No prisoner shall be restrained or held in a manner which prevents 
straightening the abdomen, or in a manner which forces the prisoner to 
remain in a face-down position. 

5. The method of restraint commonly known as “hog-tying” is prohibited. 

6. Officers-shall monitor prisoners for symptoms of illness or overdose, 
including sudden inactivity, labored breathing, profuse sweating, pallid 
skin, racing pulse, and seizures, and shall immediately obtain medical 
assistance when observing such symptoms. 

K. Sick/Injured Prisoners 

1. Officers shall notify a supervisor when a prisoner has sustained a recent 
injury or is being admitted into a medical facility. 

2. Officers shall note all injuries to prisoners on the Arrest Information form. 
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3. Officers with a prisoner needing medical attention should: 

a. Release the prisoner on a summons if the criteria established in the 
“Summons and Misdemeanor Citations” directive are met. 

b. Complete a Prisoner Hospital Transport Report and attach to the Arrest 
Information form. Provide the report number to hospital person¬ 
nel. 

c. Make contact with medical personnel and advise that the prisoner may 
be in need of medical attention, but they are no longer in custody. 

L. Identification Processing 

1. ID Unit personnel shall process persons who are under arrest and per¬ 
sons whose identity is unknown. 

2. In order to adequately document the identity of felons and certain mis¬ 
demeanants, the following offenders shall be processed through the ID 
Unit: 

a. Offenders charged with a: 

(1) Felony 

(2) Theft offense 

(3) Vice or narcotics offense 

(4) Obscenity or sex offense 

(5) Weapons offense 

(6) Crime of violence 

(7) Out of state warrant/detainer 

(8) Crime constituting a misdemeanor on the first offense and a felony 
on subsequent offenses 

b. Offenders slated under an arrestable state citation code. 

c. Offenders who cannot or will not provide adequate proof of identity. 

d. Offenders arrested on a warrant who deny they are the person named 
in the warrant. 

e. Adults suspected of a crime who consent to being fingerprinted 
at the officer’s request 

Note: Juvenile offenders cannot be fingerprinted or photographed without 
a qualifying charge except by court order. 

3. Sworn personnel shall transport all offenders being slated through 
the ID Unit to obtain a CPD ID#, if one is not already on file. 

Note: If any of the criteria in l,L,2 apply the offender shall be trans¬ 
ported through ID regardless of an existing CPD ID#. 

4. Prisoners will only be permitted in the ID Unit waiting and processing 
rooms. 

5. Sworn personnel shall transport prisoners directly to jail when the ID 
Unit is closed, when encountering extremely violent or intoxicated 
prisoners who present a substantial risk of harm to ID Unit personnel, 

or when directed by a sworn supervisor _ 
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a. Transporting officers shall notify jail personnel of the circumstances and 
request that a complete ID check be performed before the prisoner is 
released. The prisoner must be charged with a violation of a municipal 
ordinance to be fingerprinted by jail personnel (a judge will have to order 
the prisoner to submit to fingerprinting pursuant to the Ohio Revised 
Code). 

b. Transporting officers shall ensure the reason a DNA sample was not 
taken is listed on the Arrest Information form. The Arrest Information 
form shall be faxed to the ID Unit for further processing. 

c. ID Unit personnel shall follow-up with jail personnel to ensure the pris¬ 
oner is processed and DNA collected if needed. 

6. Officers shall not process offenders cited only for minor misdemean¬ 
ors through the ID Unit unless an exception for arrest is utilized. 

II. Procedures 

A. Ait Arrests 

1. Complete the Arrest Information form. 

a. List the arresting officer’s first initial and last name, if the arresting officer 
has testimony necessary to the prosecution of the court case, check 
the subpoena box. The expected testimony of the arresting officer must 
be clearly listed in the narrative on the Arrest Information form. 

b. The listed arresting officer should conduct all searches and evidence¬ 
gathering tasks required by the arrest unless completing these tasks 
would be detrimental to the arrest, for example, time limits on OVIs or 
the involvement of CSSU or other units. 

c. List police and civilian witnesses in the witness section. Their expected 
testimony shall be listed in the narrative section. Failure to list and ex¬ 
plain the expected testimony on the Arrest Information form may result 
in a subpoena not being issued. 

d. List the probable cause and all facts leading to the arrest on 
the Arrest Information form. 

2. If the person is slated: 

a. Refer to the “Transport and Slating” directive, and 

b. - Prior to the.end of-the tour-in-which-the arrest was made: -. 

(1) Complete an electronic report documenting the arrest, and 

(2) Complete an electronic Arrest Information form. 

c. When an arrest is made outside of regular duty (such as special duty), 
ensure an electronic report and electronic Arrest Information form are 
completed, either by responding on-duty personnel or upon return to 
regular duty, but not to exceed three days after the arrest. Slating 
officers should obtain a hard copy of the original Arrest Infor¬ 
mation form and forward the copy to the arresting officer for 
use with electronic entry. 
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3. Execute arrest warrants by signing in the appropriate area. 

4. Review of arrest paperwork 

a. Officers 

(1) Prior to slating or filing charges at the Clerk of Court’s Office, 
ensure that all arrest paperwork is reviewed by a sworn Division 
supervisor. 

(2) When issuing a summons during regular duty, ensure that all arrest 
paperwork is reviewed by a sworn Division supervisor prior to the 
end of the shift. Refer to the "Summons and Misdemeanor Citations” 
directive. 

(3) When issuing a summons during special duty, ensure that all arrest 
paperwork is reviewed by a sworn Division supervisor upon return to 
regular duty, but not to exceed three days. Refer to the "Summons 
and Misdemeanor Citations” directive. 

b. Supervisor 

(1) Review the Arrest Information form to ensure: 

(a) Probable cause exists to effect the arrest. 

(b) The proper criminal/traffic charges are used. 

(c) Ali appropriate witnesses and/or sworn personnel are listed and 
their expected testimony is listed in the narrative. 

<d) The witnesses and/or sworn personnel listed to be subpoenaed are 
necessary to the case. 

(e) All pertinent information, listing elements of each crime, is included 
and appropriate boxes are checked. 

(f) Address any other concerns regarding the arrest and/or Division 
policy. 

(2) Approve the Arrest Information form after ail criteria listed above 
have been met, and sign and/or have your IBM number marked on 
the Arrest Information form to indicate approval. 

(3) Complete the appropriate supervisory reviews of any electronic re¬ 
ports. 

B. On-View Arrests 

1. Complete any probable cause affidavit(s) required by the Clerk 
of Courts in the county where the arrest is processed. 

2. Charges filed in Franklin County: 

a, Complete the criminal affidavit and swear to it at the Clerk of Court's 
Office, to a Notary Public, or to another police officer who has completed 
a course of in-service training on the administration of oaths and the 
acknowledgment of documents. 

b. Take all affidavits arising out of the same incident to the Clerk of Courts 
to be assigned a case number. 
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3. Charges filed in Delaware County: 

a. During normal business hours, process the affidavits at the Delaware 
County Jail located north of the City of Delaware; enter through the 
sallyport located at the rear of the building. The sallyport is monitored 
by closed-circuit cameras. 

Note: Processing of affidavits is completed by computer and the Delaware 
County Sheriff's Office will provide assistance, 

b. Outside normal business hours, secure the prisoner at the jail and then 
request that a Delaware County Sheriff's Deputy meet you at the jail to 
assist with processing the affidavits. 

4. Charges filed in Fairfield County: 

Process the affidavits at the Fairfield County Jail. 

C. Arrests on Warrants 

1. Follow applicable procedures established in Section II,B. 

2. Verify ail arrest warrants. 

Note: Verification of arrest warrants should not be conducted within the 
hearing range of individuals who have not been searched. 

3. Escort a person wanted on an order-in issued by the Franklin County 
Municipal Court to the Clerk of Court’s Office to pay-out, as appropriate, 
and when the following conditions are met: 

a. The order-in does not preclude paying the fine. 

b. The person is agreeable and has the cash or appropriate credit card. 

c. There is no other criminal charge pending. 

4. Process felony arrests, including those warrants originating out of state, 
through the appropriate investigative unit, exceptthose persons arrested 
on a capias. 

a. Contact the investigative unit that filed the felony warrant, and follow 
any specific instructions given by investigative unit personnel. 

b. Ensure the value amounts for felony damaged/theft property are con¬ 
sistent with current felony levels (for example, if the offense took place 
prior to the enactment of a new statute, under Ohio law the person will 
receive the benefit of the lesser punishment). 

5. Execute t he a r rest warrant by signing in the appropriate place. 

6. If applicable, include new charges when arresting on an outstanding 
warrant. 

D. Wea pons-Based Arrests 

1. If an arrest is made for any weapons-based felony or for a misdemeanor 
possession of a defaced firearm, contact GCU personnel through the 
Investigative Duty Desk. 
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a. GCU personnel, if available, shall process the investigation, if GCU 
personnel are not available, or at the direction of GCU personnel, the 
arresting officer shall complete the arrest packet. 

b. The decision to forward the investigation to another unit may be made 
by the GCU Sergeant. 

2. If a misdemeanor apprehension is made, the arresting officer shall 
process the case. Contact GCU personnel with any questions and/or 
concerns. 

3. Processing a packet 

a. All necessary forms and detailed instructions are located in the CCW 
Processing Room on the sixth floor of Police Headquarters. Refer to 
the “Appendix - Firearms Processing and Information” Section 
of the Field Report Manual as needed. 

b. Complete one set of paperwork for each person arrested. 

c. Custodial interrogations shall be conducted and recorded using the 
interview rooms on the sixth floor of Police Headquarters. 

d. If the arrest occurred in Franklin County: 

(1) Submit the weapon to the Property Control Unit (PCU). 

(2) Process the prisoner through the ID Unit. 

(3) Place the prisoner in an interview room. Keep the prisoner under 
direct observation at all times. Do not take the prisoner into the CCW 
Processing Room. 

(4) Complete and submit all forms and recordings according to the posted 
instructions prior to escorting the prisoner from the sixth floor. 

(5) Place the Division folder in the CCW room in headquarters. GCU 
personnel will then review the folder and prepare a copy for the 
Prosecutor’s Office. 

e. If the arrest occurred in Delaware or Fairfield County, follow the proce¬ 
dures for Franklin County with the following exceptions: 

(1) Do not complete a criminal affidavit Follow the applicable procedures 
outlined in Section II,B. 

(2) Place the original Court Arraignment Sheet in the prosecutor’s case 
folder. 

(3) Indicate on the Request For Laboratory Examination that the results 
are to be forwarded to the Delaware or Fairfield County Prosecutor’s 
Office, as appropriate. 

(4) Place the Division folder in the CCW room in headquarters. GCU 
personnel will then review the folder and prepare a copy for the 
Prosecutor’s Office. 
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E. Remote Clerking 

1. On-view arrest 

a. Fax the completed criminal complaint/traffic citation with the 
cover sheet to the Clerk of Courts. Ensure the criminal complaint 
is signed and has either the notary seal and stamp or “Peace Officer’’ 
circled prior to faxing. 

b. Advise the Franklin County Municipal Clerk of Court’s Office via tele¬ 
phone of the incoming fax and request a case number be assigned. 

c. Obtain the fax of the criminal complaint/traffic citation. Note the case 
number on the original criminal complaint/traffic citation. 

d. Provide jail personnel with the: 

(1) Faxed face-copy of the criminal complaint/traffic citation with the case 
number listed. 

(2) Original criminal complaint/traffic citation. 

(3) Arrest Information form. 

2. Outstanding warrant arrest 

a. Bench warrant, criminal order-in, and/or traffic order-in: 

(1) Contact the Franklin County Municipal Clerk of Court’s Office from 
the remote clerking station using the dedicated telephone. 

(2) Provide the clerk’s office with the verified case number. 

(3) Obtain the fax of the requested warrant. 

(4) Provide jail personnel with the: 

(a) Faxed copy of the warrant 

(b) Arrest Information form 

b. Previously issued warrant/warrant contained on a criminal complaint 

(1) Contact the Franklin County Municipal Cierk of Court’s Office from 
the remote clerking station using the dedicated telephone. 

(2) Provide the clerk’s office with the verified case number. 

(3) Obtain the two faxes of the criminal complaint and the execution copy. 

(4) Complete the faxed execution copy, 

(5) Provide jail personnel with: 

(a) ' Two faxed face-copies of the criminal complaint 

(b) Execution copy 

(c) Arrest Information form 

F. Arrests for a Foreign Agency 

1. If the person is slated by Division personnel, referto the ‘‘Trans¬ 
port and Slating” directive. 
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2. If the person is not slated by Division personnel: 

a. Complete the electronic Field Interview Report. Refer to the 
“Field Interview Reports” directive as needed. 

b. Meet the foreign agency who will retain custody and exchange 
custody of the prisoner. Inform the foreign agency if the arrestee 
poses any unusual security risks. 

G. Charge Dismissal Requests 

1. When an individual has provided information abouta more serious crime: 

a. Officers 

{1) Request dismissal of the current charges in writing from the bureau 
commander, documenting the reason for the request and how it 
relates to a more serious charge. 

(2) Submit the requestthrough the chain of command and obtain approval 
from the bureau commander prior to seeking a dismissal through the 
court. 

(3) If written approval is granted, formally request dismissal of the 
charges by submitting a copy of the approved letter to the 
Municipal Court’s chief prosecutor via the Court Liaison Section. 
The final determination whether to submit the request to the court 
shall be made by the prosecutor’s office. 

b. Bureau Commander 

(1) Approve or disapprove the charge dismissal request. 

Note: If another bureau or agency filed the charge, consult with the re¬ 
sponsible bureau or agency prior to granting approval. 

2. When requesting dismissal of charge(s) in other situations: 

a. Officers 

(1) Notify a sworn Division supervisor when, after a defendant is incar¬ 
cerated and prior to the scheduled court date, it is determined the 
misdemeanor case should be dismissed and/or the defendant should 
be released from jail. 

Note: Do not proceed directly to the Clerk of Court’s Office to request 
dismissal or attempt to “nolle” the charge(s), even if advised to do 
_ so by the clerk, without.fQllowing_the.pro.cedures established in Sec¬ 
tion III,G,2. 

(2) If the case is dismissed and/orthe defendant released, amend 
the electronic report to reflect the charge dismissal. 

b. Supervisor 

(1) Review the circumstances and coordinate the appropriate follow- 
through. 
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(a) During normal business hours (8:30am - 7:00pm): 

(i) Contact the duty prosecutor at (614) 645-7483 to discuss the 
situation. 

(ii) Request that the prosecutor file a motion with the court to dismiss 
the case and/or release the defendant from jail. 

(b) Outside of normal business hours: 

(i) Contact a Division legal advisor to discuss the situation. Ifthe legal 
advisor agrees that dismissal is warranted, the involved person¬ 
nel will be provided the chief prosecutor’s telephone number and 
directed to contact him or her. 

(ii) Speak with the chief prosecutor as directed. If appropriate, the 
chief prosecutor will contact the duty judge to file a motion with 
the court to dismiss the case and/or have the defendant released 
from jail. 
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Enforcement of Traffic and Parking Violations 



I. Introduction 

The primary objectives of traffic and parking enforcement are to ensure 
the safe movementofvehicularand pedestrian traffic, to reduce the number 
of traffic crashes and related injuries, and to reasonably and impartially 
enforce traffic and parking laws. 


II. Policy Statements 

A. Sworn personnel shall take appropriate traffic and parking enforcement 

action consistent with applicable laws, Division Directives, objectives, and 

goals. 

B. On-Duty Traffic Stops 

1. Only uniformed sworn personnel driving marked units shall make traffic 
stops unless part of a planned tactical operation. Personnel operating 
an unmarked Division vehicle who observe a traffic violation and deem a 
traffic stop is warranted shall contact Communications Bureau personnel 
and request that a marked vehicle make the stop. 

2. The interaction between sworn personnel and traffic violators during 
traffic stops can affect public perception of the Division and the officers' 
ability to safely conduct the stopfsj. In order to project a professional 
image and help gain compliance from traffic violators during traffic stops, 
upon initial contact with the violator, sworn personnel should: 

a. Introduce themselves by rank and last name, 

b. Identify themselves as officers from the Columbus Division of Police, 

c. Explain that they are recording, 

d. Briefly explain the reason for the stop, and 

e. Ask if there was a justifiable reason for the violation. 

3. Sworn personnel shall requestthe operator’s license, vehicle registration, 
and proof of insurance. 

4. Traffic enforcement duties may be conducted in either a stationary or 
moving manner. Sworn personnel shall remain visible to motorists and 
shall not attempt to conceal themselves or their vehicle(s), 

5. Enforcement action shall be accomplished in a firm, impartial, and 
courteous manner. Sworn personnel making traffic stops should decide 
what course of action to take prior to approaching the violator; however, 
further information may alter the original decision. Sworn personnel should 
ensure it is fact that alters the decision, not the violator’s personality. 

















C. Off-Duty Enforcement Policy 

Off-duty sworn personnel in private vehicles shall neither enforce traffic 
laws nor stop the operator of a vehicle who is involved in a misdemeanor 
offense. Off-duty personnel who observe a traffic violation, or observe 
the operator of a vehicle involved in a misdemeanor offense, and deem 
that a traffic stop is warranted shall contact the Communications Bureau 
and request that a marked vehicle make the stop. 

D. Uniform Enforcement Policies 

1. In order to apply uniform traffic enforcement policies, the following 
guidelines have been established. Deviation from these guidelines may 
require justification. 

a. Driving under the influence of alcohol/drugs 

If sworn personnel establish probable cause that the operator of a 
vehicle is under the influence of alcohol/drugs, the violator shall be 
appropriately charged; refer to the “OVi Violators” directive. 

b. Driving under suspension/revocation or no operator’s license 

(1) If the operator of a vehicle does not have a valid operator’s license in 
his or her possession, sworn personnel shall check LEADS to confirm 
the existence of a valid license. 

(a) If the operator has a valid license and proper identification has been 
established, a traffic citation should not be issued. 

(b) If the violator does not have a valid license, appropriate enforcement 
action shall be taken. 

<c) If the operator’s license is suspended or revoked, sworn personnel 
shall issue a traffic citation or make an arrest, note the LEADS in¬ 
formation on the traffic citation, and attach the printout to the Arrest 
Information, form U-10.100. Sworn personnel shall write on each 
page of the LEADS printout that the printout is being forwarded to 
the prosecutor’s office and the date and time it was sent. 

(2) Sworn personnel shall not allow an unlicensed operator to drive a 
vehicle from the location of a stop. 

c. Speed violations 

(1) Sworn personnel should issue a warning to the operator of a vehicle 
- whose speed is five miles per hour or less over the speed limit. 

(2) Sworn personnel may issue a warning or traffic citation to the opera¬ 
tor of a vehicle whose speed exceeds the speed limit by six to nine 
miles per hour based upon the totality of the circumstances at the 
time of the violation. 

(3) Sworn personnel should issue a traffic citation to the operator of a 
vehicle whose speed exceeds the speed limit by ten miles per hour 
or more. 
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d. Failure to yield to an emergency vehicle 

When sworn personnel observe the operator of a vehicle failing to yield 
to an emergency vehicle, personnel shall consider if the motorist was, 
or reasonably should have been, aware of the emergency vehicle. Fac¬ 
tors to consider include whether the emergency vehicle’s emergency 
lights and siren were operating and whether the emergency vehicle 
was being operated with due regard for safety. Sworn personnel should 
question operators in all situations involving suspected failure to yield 
to emergency vehicles and attempt to determine if the operator had 
appropriate warning of the approaching emergency vehicle. 

e. Other hazardous violations 

Sworn personnel should issue a traffic citation to the vehicle operator 
who commits a traffic violation in a hazardous or high traffic crash 
location. Refer to the “Traffic Crash Investigations” directive. 

f. Off-road vehicle violations 

Upon receiving complaints regarding trespassing and/or property 
damage caused by the operation of an off-road vehicle, investigating 
sworn personnel shall attempt to identify the vehicle operator if the 
property owner wishes to file charges. 

g. Equipment violations 

(1) Sworn personnel should issue a traffic citation when a vehicle’s 
required equipment is either missing or inoperable and the operator 
should have been aware of the problem, for example, old damage 
to a front fender with a missing headlight. 

(2) Sworn personnel shall not allow any vehicle deemed unsafe as speci¬ 
fied in the Columbus City Code to operate on the public roadways. 

h. Public carrier or commercial vehicle violations 

Sworn personnel shall handle the operator of a public carrier or com¬ 
mercial vehicle who commits a traffic violation in the same manner 
as the operator of a private vehicle who commits a similar violation. 

i. Other non-hazardous violations 

Non-hazardous traffic violations are violations of the traffic laws 
affecting the use or protection of streets or highways, but not enacted 
primarily to regulate safe move ment of vehicles and pedestrians, 
such as a registration violation. The decision to either warn or issue 
a traffic citation to a violator for a non-hazardous traffic violation shall 
ultimately rely on the sworn personnel's judgment based on the totality 
of the circumstances at the time of the violation. 

j. Multiple violations 

(1) Sworn personnel shall follow established guidelines to either warn 
or issue a traffic citation to the operator of a vehicle for a single or 
multiple hazardous violations. 
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(2) Sworn personnel should not file a second traffic charge on the opera¬ 
tor of a vehicle if a single offense being charged is all-inclusive, for 
example, reckless operation. 

(3) The decision to warn or issue a traffic citation to the operator of a 
vehicle for multiple hazardous violations should be based on sworn 
personnel’s judgment regarding the totality of the circumstances at 
the time of the violation. 

(4) If there are multiple equipment violations on the same vehicle, sworn 
personnel should issue a traffic citation for only the most serious 
equipment violation. 

k. Newly enacted laws or regulations 

Sworn personnel should issue a warning for a non-hazardous traffic 
violation of a newly-enacted law or regulation for a period of 30 days 
from the effective date of the law or regulation. 

Note: This policy does not apply if specified otherwise by law, regulation, 
or special order. 

l. Pedestrian and bicycle violations 

Sworn personnel should issue a traffic citation to pedestrians or bi¬ 
cyclists whose actions create a hazard to themselves, pedestrians, 
or vehicular traffic. 

m. Non-resident traffic violators 

(1) Sworn personnel may issue a traffic citation to persons from any state 
unless excluded by law. 

(2) The Ohio Revised Code (ORC) Non-Resident Violators Compact 
statute permits a traffic citation be issued to a resident of a compact 
state. The violator shall be required to sign the traffic citation. Sworn 
personnel shall instruct the violatorthatsigning the citation guarantees 
that he or she will meet the terms and instructions of the traffic citation 
and that failure to comply before the assigned court date shall result 
in the suspension of his or her operator's license by the issuing state. 

(a) Refer violators to the Clerk of Courts for all appearance bond ques¬ 
tions. 

(b) Personal recognizance is permitted unless prohibited by law. 

(c) Categories of violations not covered by the compact: 

i) Offenses which mandate a court appearance 

ii) Moving violations that involve a suspension or revocation 

iii) Size and weight violations 

iv) Transportation of hazardous materials violations 

v) Registration and operator’s license violations 

vi) Parking violations 

vii) Equipment violations 
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(d) Sworn personnel shall escort violators refusing to sign the traffic 
citation to the Clerk of Courts to post bond. If unable to post bond, 
sworn personnel shall arrest the violator. 

(3) When encountering a violator who is a resident of a state that is not a 
member of the compact, sworn personnel may take any appropriate 
enforcement action, including the issuance of a traffic citation. There 
is no legislated recourse when a violator from a non-member state 
does not appear in court or pay the citation. Non-member states are 
as follows: 

(a) Alaska 

(b) California 

(c) Michigan 

(d) Montana 

(e) Oregon 

(f) Wisconsin 

E. Arrest Exceptions for Minor Misdemeanor Traffic Violations 

1. Sworn personnel shall not arrest for a minor misdemeanor traffic violation 
unless the sworn personnel witnessed the traffic violation and one of the 
following conditions applies: 

a. The offender requires medical care or is unable to provide for his or 
her own safety. 

b. The offender cannot or will not offer satisfactory evidence of identity. 

c. The offender refuses to sign the traffic citation. 

d. The offender has previously received a citation for the same misde¬ 
meanor offense and has not responded to it properly. 

F. Felony Traffic Violators 

1. Arresting personnel shall process prisoners who have been arrested 
for felony traffic offenses, including feiony OVI. 

2. Accident Investigation Unit (AIU) personnel may assist the arresting 
personnel with a felony fleeing case if requested. 

G. Traffic Enforcement and Legislators 

Sworn personnel shall not arrest members of the General Assembly 
-while traveling to, from, and during sessions of the General Assembly. 
Sworn personnel may issue traffic citations. 

H. Traffic Enforcement and Foreign Diplomats 

1. When encountering a traffic violator who claims diplomatic immunity, 
sworn personnel should immediately ask for official Department of State 
identification. Normal arrestand detention procedures should be followed 
if the individual fails to produce satisfactory identification. Routine traf¬ 
fic citations do not constitute arrest and are permissible; however, the 
signing of the traffic citation cannot be required. Although a person with 
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diplomatic immunity may not be detained or arrested unnecessarily, if a 
public safety issue is involved the person may be detained for the safety 
of the community. 

2. Any enforcement action beyond issuing a traffic citation should be fully 
documented and a copy forwarded through the chain of command to 
the appropriate deputy chief, who shall forward the information to the 
Department of State. 

3. Should additional information concerning the verification of diplomatic 
immunity be needed, the Communications Bureau maintains a manual 
on procedures for dealing with foreign dignitaries. 

I. Traffic Enforcement and Military Personnel 

1. Military personnel are exempt from arrest while: 

a. Performing their official duties and operating under orders of their 
commanding officer, or 

b. Traveling to and from their place of duty, including parades. 

2. Military personnel operating a vehicle may be issued a traffic citation. 

Note: The signing of the citation is not required pursuant to the ORC. 

J. Enforcement of Parking Violations 

1. Sworn personnel dispatched to or observing illegally parked vehicles 
during their tour of duty or, if applicable, while working special duty shall 
take appropriate enforcement action- If possible, sworn personnel 
should attempt to make contact with the registered owner prior 
to taking enforcement action. 

2. Sworn personnel shall issue a parking citation and impound an illegally 
parked vehicle creating an unsafe condition to other motorists or pedes¬ 
trians or impeding the flow of vehicular or pedestrian traffic. 

3. Armored vehicles are subject to parking rules, regulations, and laws. 
Due to the substantial risks involved with transferring valuables, sworn 
personnel shall use discretion, 

4. The following City holidays are the only “free parking holidays” at City 
parking meters as listed by the Parking Violations Bureau: 

a. New Year's Day (January 1 st ) 

b. Martin Luther King, Jr., Day (third Monday in January) 

c. Presidents Day (third Monday in February) 

d. Memorial Day (last Monday in May) 

e. Independence Day (July 4 th ) 

f. Labor Day (first Monday in September) 

g. Veterans Day (November 11th) 

h. Thanksgiving Day (fourth Thursday in November) 

i. Christmas Day (December 25 th ) 
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5. On City holidays, sworn personnel should enforce parking restrictions 
at locations that are properly posted and specifically limit parking at all 
times, for example, areas designated as “No Stopping," “Bus Stop Only,” 
etc. 

6. On City holidays, sworn personnel shall not enforce parking restrictions 
at locations that are posted and only limit parking during specific periods 
of time, for example, areas designated as “No Stopping 7 a.m.-9 a.m.,” 
“No Stopping 4 p,m,-6 p.m.,” etc. 

K. Sworn personnel shall be accountable for all books of parking infraction 
notices and traffic citations issued to them. Only supervisors shall sign 
out these books. 

L. The establishment of traffic citation quotas by any supervisor shall be 
prohibited. 

M. Sworn person nel shall complete the Traffic Data Collection, form U-10.117, 
for all self-initiated traffic stops. 

1. If possible, complete the electronic version of the Traffic Data Co I lection 
form on the vehicle’s MDC or Division computer workstation. 

2. If the electronic version is not available, complete the paper Traffic Data 
Collection form and turn it in prior to the end of the tour of duty. 

N. Sworn personnel shall conduct warrant checks and verify possible warrants 
on all traffic violators. 

O. Sworn personnel shall conduct a LEADS check on all traffic violators to 
check the status of their operators’ licenses. 

P. Traffic Enforcement and Illegal Immigrants 

1. Sworn personnel arresting a suspected illegal immigrant shall fax the 
Arrest Information form to the Detention and Removal Office (DRO) 
within the Immigration and Customs Enforcement (ICE) office. The fax 
number for DRO is (614) 469-5100. 

a. During regular business hours, questions regarding this process may 
be directed to the DRO office at (614) 469-2900. 

b. After regular business hours, if sworn personnel believe the suspected 
illegal immigrant may be released prior to the next business day, per¬ 
sonnel should telephone DRO at (614) 332-7986 to notify the on-duty 
agent. 

III. Procedures 

Note: The following procedures do not specifically apply to OVI violations. 
Refer to the “OVI Violators” directive for procedures. 

A. Issuing a Traffic Citation - Violator Not Slated 

1. Complete all required information on the traffic citation. List only the 
issuing officer. 

2. Check the appropriate box to indicate whether the violator provided proof 

of insurance. If not provided, advise the violator to contact the Bureau 
of Motor Vehicles for further information. _ 
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3. If the violation occurs outside Franklin County, insert the name of the 
county in which the violation occurred in place of Franklin in the affidavit 
portion. 

4. Check the box with the appropriate court address on the front of the 
citation, regardless whether it is a summons to appear or a payable 
violation. 

5. Check the box “personal appearance required" when the violator is 
ordered in. 

6. Assign a court appearance date. 

a. Adult violators 

(1) Assign a court date 7 to 10 calendar days from the date the traffic 
citation is issued. 

(2) Do not assign a court date on a holiday. 

(3) Assign a court time of 9:00 a.m., Monday through Friday. 

(4) Assign a courtroom as follows: 

(a) Courtroom 1-A for violators whose last names start with the letters 
A-K, or 

(b) Courtroom 1-B for violators whose last names start with the letters 
L-Z. 

b. Juvenile violations occurring within the City of Columbus in Franklin 
County: 

(1) Check the box with the appropriate court address on the front of the 
citation. 

(2) Assign a court time of 9:00 a.m. 

(3) Assign a court date as follows: 

Residential County 


Franklin County 
or 

Out of State 

For citations issued M-F, 14 days from the 
date issued. 

For citations issued on Sat., 13 days from the 
date issued.. ._.-. 

For citations issued on Sun., 15 days from the 
date issued. 

For citations issued M-F, and the 14 th day falls 
on a holiday, 15 days from issue; if that date 
is a Friday, then 13 days from the date issued. 

Other Ohio County 

Write “To be set” - Franklin County will notify. 
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c. Juvenile violations occurring within the City of Columbus, in Delaware 
County: 

Residential County 


Delaware County 

Assign a court date of Thursday, 14 to 21 days 
from the violation at 8:30 a.m.,140 North San¬ 
dusky Street, Delaware, Ohio 43015. 

Out of State 

Write “To be set” - Delaware County will notify 
by mail. 


d. Juvenile violations occurring within the City of Columbus, in Fairfield 
County: 

Residential County 


Fairfield County 

Assign a court date of Wednesday, 7 to 14 
days from the violation at 8:30 a.m., 224 E. 
Main Street, Lancaster, Ohio 43130. 

Other Ohio County 
or 

Out of State 

Write “To be set” - Fairfield County will notify 
by mail. 


7. Inform the violator of the following: 

a. The specific offense charged. 

b. Whether the traffic citation can be paid or a court appearance is man¬ 
datory, if applicable. 

c. Failure to sign the citation may result in arrest, if applicable. 

d. If a court appearance is not required payment options are printed on 

the traffic citation.-.-.-.-.- —. 

e. Read Notice #2 on the rear of the citation for additional information. 

8. Give the violator the pink copy of the citation. 

9. Complete an Arrest Information form for 

a. Adults when a court appearance is ordered, or 

b. Juveniles when the violation is more serious than a minor misdemeanor. 

10. Forward the remaining copies of the traffic citation and the Arrest 
Information form to the Court Liaison Unit. 
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B. Issuing a Traffic Citation - Violator is Slated 

1. Complete all traffic citations and an Arrest Information form priorto having 
the prisoner transported to jail. List only the issuing officer on the traffic 
citation. 

2. If the offense occurs outside Franklin County, but within City limits, 
print the name of the county in which the offense occurred in place of 
“Franklin” in the affidavit portion of the traffic citation. 

3. Print “slated” in the court date box of the traffic citation. 

4. The Clerk of Court’s office will place the case number(s) on the traffic 
citation(s). Place the violator’s copy (pink) of the traffic citation(s) with 
the prisoner’s property. 

5. Slate the violator on all charges arising out of the same incident if you 
witnessed the misdemeanors or if an exception permits arrest for those 
misdemeanors not committed in your presence. 

C. Issuing a Parking Citation 

1. Complete all of the required information on the citation. 

2. Write only one violation per citation. 

3. Secure the orange (bottom) copy of the citation to the vehicle in a visible 
location. 

4. At the end of the tour of duty, forward the remaining copies of the citation 
to the Traffic Bureau. 

5. Remain with a vehicle creating a condition dangerous to other motorists 
or pedestrians until it is impounded or moved. 

D. Dismissing Traffic Citations 

1. Sworn personnel issuing a traffic citation 

a. Do not write on or deface any copy of the citation. 

b. Return all copies of the traffic citation that are still in your possession 
and forward to your immediate supervisor by the end of your tour of duty 
or as soon as practical, and advise him or her of the circumstances. 

c. If the traffic citation has been filed, during normal business hours (8:30 
a.m.-7:00 p.m.) contact the duty prosecutor to discuss the dismissal 
procedures. 

d. If the tr af fic citation has not been issued and needs to be voided due to 
damage, errors, etc., write “void” on the appropriate space on the ticket 
book ledger and present all copies of the citation to your immediate 
supervisor. 

2. Immediate supervisor 

a. Forward all copies of the citation as appropriate. 

b. For traffic citations that have not been issued and need to be voided, 
initial and date by the “void” entry on the issuing employee's ticket book 
ledger. Destroy all copies of the citation. 
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E. Dismissing Parking Citations or Requesting Dismissal of Parking Citations 

Received While Conducting Official Police Business 

1. Division personnel issuing or receiving a parking citation 

a. Do not write on or deface any copy of the citation. 

b. Complete the Parking Citation Dismissal Request, form U-20.100; 
attach all copies of the citation in your possession to the form; and 
forward to your immediate supervisor by the end of your tour of duty 
or as soon as practical. 

(1) Indicate the reason for dismissal: "City vehicle on official business.” 

(2) Provide additional justification for dismissal for a safety violation, for 
example, parking too close to a fire hydrant. 

(3) Do not identify the driver on the Parking Citation Dismissal Request. 

Note: If the parking citation has not been issued and needs to be voided 

due to damage, errors, etc,, present all copies of the voided citation 
to your immediate supervisor. 

2. Immediate supervisor 

a. Recommend approval or disapproval of the dismissal request. If a 

civilian supervisor, do not make a recommendation and defer 
to the involved deputy chief. 

b. Forward the Parking Citation Dismissal Request form and citation 
through the chain of command to the bureau commander no later 
than the end of the first business day after the citation was issued. If 

a civilian manager, forward the request to the deputy chief for 
approval or disapproval. 

Note: For parking citations that have not been issued, ensure all copies 
are voided and destroy the citation. 

3. Bureau commander or deputy chief of a civilian manager 

a. Review the Parking Citation Dismissal Request form and citation. 

b. If approved: 

(1) Fax the Parking Citation Dismissal Request form to the Parking 
Violations Bureau within 48 hours of issuance. 

(2) Forward the original citation to the Parking Violations Bureau. 

(3) Retain copies in the file. 

c. If disapproved, return the Parking Citation Dismissal Request form 
and the original citation to the immediate supervisor for appropriate 
corrective action. 

F. Requesting Driver Re-examination or Recertification 

1. Sworn personnel 

a. Complete the Request for Driver License Examination or Recertification, 
form BMV-2308. 
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b. Base the request on the driver’s ability to pass a driver’s examination. 
Articulate probable cause to believe the individual is one ofthefollowing: 

(1) Incompetent to drive 

(2) Not medically qualified to be licensed 

(3) A hazard to the general public 

c. Sign the form and include your badge number and assignment. 

d. Forward the completed form to the A1U. 

2. AIU 

Process the Request for Driver License Examination or Recertification 
form and forward to the Bureau of Motor Vehicles. 

G. Distributing Books of Traffic Citations and Parking Citations 

1. Supervisor 

a. Obtain books from the Patrol Administration Section. 

b. Complete the respective distribution sheet. 

c. For books of traffic citations, complete the yellow Assignment Card, 
form U-20.103(B), and forward It to the Traffic Bureau. 

d. Distribute books to assigned personnel upon receipt of a completed 
ledger or book jacket. 

e. Sign the completed ledgers from books of traffic citations and forward 
them to the Traffic Bureau. 

2. Sworn personnel 

a. Complete the ledger in the traffic citation book as citations are issued. 
Log ail voided/dismissed citations. 

b. Return the completed traffic citation ledger or the jacket of the parking 
citation book to your immediate supervisor when requesting a new 
citation book. 

c. When transferring to a non-enforcement assignment, return all unused 
citations to your immediate supervisor for reissue. 
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